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This is a job aide to introduce you to PeopleSoft, the City’s Human Resources, Benefits and Payroll 
system.  Please read the instructions carefully to ensure you find and/or updated your information 
using Employee Self Service (ESS). 
 

Entering Personal Information 

Step 1.  Getting to the correct website. 

 Open an Internet browser. 

 In the address line type: 

employee.cabq.gov or 

eweb.cabq.gov. 

 Click on Employee Self Service at the top left corner of the 

page.  (This will take you to the login screen for 

PeopleSoft.) 

Step 2.  Logging on to PeopleSoft. 

 Enter your username as:  Exxxxx 

(use E and the last five numbers of your employee ID). 

 Enter your password c@bq (all lower case) then the last four digits of 

your social security number and the first letter of your last name 

(uppercase).  Example:  c@bq1234Z 

 Call the helpdesk at 505-768-2930 for assistance, if necessary.  

Step 3.  Changing Your Password. 

 Click on Main Menu at the top left corner 

 Select My System Profile from the dropdown menu. 

 The General Profile Information will appear on the next 

screen. 

 Select the “Change Password” link.  

 You will be 

asked to enter 

your current 

password 

(c@bq1234Z) 

 

 and your new 

password 
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Entering Personal Information 

Step. 4  Updating Personal Information. 

 Click the Personal Information Summary link. 

 Make changes by clicking on the yellow box that corresponds with the information which needs to be updated. 
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Entering Personal Information 

Step 5.  Adding Direct Deposit information. 

  Click on the Direct Deposit link on the Home Screen.  

 Enter your bank’s Routing Number. 

 Enter your Account Number. 

 Retype your Account Number.  

 Using the drop down menu enter the Account Type. 

 Use the Deposit Type drow down menu to choose:  Balance of Net 

Pay. 

 DO NOT enter anything in the Amount or Percent field. 

 DO NOT change the Deposit Order number.  

 When you have finished entering your Direct Deposit information 

click on the Save button. 

 Click on the Next button at the top, right corner, when finished. 

Step 6.  View Past Paychecks 

 Click on the View Paycheck link. 

 You will find a list of the past paychecks you received.  Click on the desired paycheck to view your 

checkstub. 

 

 

  DO NOT Change! 
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Entering Personal Information 

Step 6.  Enter W-4 Tax Information. 

 Click on the W-4 Tax Information link. 

 

 

 

 

 

 

 

 

 

 

 Enter information for Step 1 through Step 4 

with Federal Withholding information. 

  Enter New Mexico State tax information. 
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Entering Personal Information 

Step 7.  Elect to have W-2/W-3c received electronically. 

 Click on the W-2/W-2c Consent link.  

 

 

 

 

 

 

 

 

 The screen which appears, will allow you to either withdraw your consent to receive your W-2 or W-

2C electronically or consent to have it received electronically. 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Step 7a.   View W-2/W-2c Information. 

 Click on the View W-2/W-2c Forms link. 
 

 

 

 

 

 

 

 

 

 A list of available W-2/W-2c’s will be available to choose from and can be downloaded for print. 

 

 

 

Submit your request to withdraw your 

electronic consent here 
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Entering Personal Information 

Step 8.  Elect to have 1095-C received electronically. 

 Click on the 1095-C Consent link. 

 

 

 

 

 

 

 

 

 

 By putting a check mark in the box you will consent to receive your 1095-C electronically, every 

year. 
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 Step 9. View all elected benefits. 

 Click on the Benefits Summary link. 
 

 

 

 

 

 

 

 

 You will be taken to a page that will provide a list of all active benefits you have elected to participate 

in.  Keep in mind changes take time to process and may not be reflected immediately in the Benefit 

Summary. 

 

Click to View specific information 
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 The Benefit Summary has links that will allow you to view the specific benefit information.  Simply 

click on one of the blue links to view.  

 
 Note:  All fields that contain a blue link can be selected to update. 
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Click to Edit Dependent/Beneficiary Information 

Click to attach documentation for dependent/beneficiary. 


